INISENE

» Wages and Contributions only on-line

o Fall

* On-line reporting of employer paid insurance

Copj

» ACH Deposits/Transfers 07"
» For employees: On-line retirement estimates

How to contact TRS:

Web site address: http://www.trs.mt.gov/

Employer’s page: http://www.trs.mt.gov/employers.htm
Employer’s Manual: http://www.trs.mt.gov/employermanual.htm

The TRS office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday, with a limited
staff working from 12:00 p.m. to 1:00 p.m. Web site is available 24 x 7 x 365.

Active Member Section: (406) 444-3324 or (406) 444-4113

Retired Member Section: (406) 444-3185 or (406) 444-3135

Refund Section: (406) 444-3454 or (406) 444-3679

Membership: (406) 444-2540 or (406) 444-3679

Contribution Reporting: (406) 444-3323 or (406) 444-3679

Information Technology: (406) 444-3395 or (406) 444-9293, bhallinan@mt.gov

What to know about the web site:
Have the resolution of your screen set to 800x600 or larger.
Have ability to disable pop-up blockers when using the TRS site. ;
//J\
Q

Expand the browser window to see as much text and icons as possible. §

\‘ (
7
What to know about the Contributio Reportillg: K/

Internet reporting will be mandatory as of September 2006
No change in file formats or business process.
No special plug-in needed.

What to look forward to in the next year:

Web reporting of Employer's Insurance Deduction
Electronic Funds Transfers: ACH Payments and Sweeps
New Web Retirement Estimator for Members
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Wages and Contributions
On-line

Contact TRS Staff

Montana Teachers'
Retirement System
1500 E. 6th Ave.

PO Box 200139

Helena, MT 59620-0139
406-444-3134

TRS forms are published in
the Adobe POF format. You
will need to have instatled &
version of the Adobe reader
to view our forms. If your
computer is stow qown-
inadinn the reader. nlrase

Welcome to the Mo
Retirement System ‘

The Montana Teachers' Retirement System wWel Site Has A New Look!
The Montana Teachers' Retirement System (TRS) has
the look of its weh site to fit the standard set by the G
will find all the same infarmation you are used to finding b\ clicking on the

cently redesigned
ernor's Office. You

categaries above

Test site for practice

Mission Statement

To promote long-term financial security for our membership while maintaining
the stability of the fund.

Guiding Principles. To earn the respect and trust of our members, we adhere
ta the following values:

« High ethical standards
Honesty, integrity, and impartiality
Dignity, respect and mutual support
Service excellence

Agency Profile

@] bitp: ffuws. trs mt.gav /Employers TrsOniine asp

@ Internet




Read
instructions
and start
program here!

Contact us for

help! Report
issues and
comment.

Online Wages and Contribution Page

o £t few Fpvorkes Jook  Help
5 | ] itk [fwovere.brs. k. rve fErvgakcnyme s [Trardi s ~ B

MONTANA TEACHERS' RETIREMENT 5

sandar | Publications | TRS bowrd | TRs sttt | hatp
TRS-Online: Wage and Contribution Reporting Back

This is the home page for the new Web Wage and Contribution Reparting System developed by TRS staff
and alfred Munksgard and Associates. The purpose of this page is to provide employers with the resource
and eontact mformation they reed in order to assist with reporting.

The documentation link below will take you to the latest copy of the manual, Flease download the manual as
it is very helpful in guiding you through the new program. Note your password is your Federal Tax 10. IF your
password dogs [y call Bill Halinan at 3308,

ek hore to enter the Wage and Contribution Reporting

Progeam Decumentation (404K, 26 pagesl~Print out or save Wage and Contrbution Program

dacurmantation

Sign-up Form Form to use 1o sign up for Wage and Contribution reporting

o e=mal for

5 dirgctly.

A\

Donng Rertram 444-2540 ‘wage and Contribution Reporting
Jean oucher 444-3323

‘wage and Contribution Reporting
Web access, Passward, and Computer Help
web access, Password, and Computar Halp

By Marmick 444-9293
Bill Hallinan 444-3305

TRS Test Applications Page

File  Edt View

Favorites

icrosoft Internet Explorer

Taoks  Help

Address ‘@ hittp: ffvems brs.mt. gowHelp| TestApps  Testapps. asp

TRS Staff

Mantana's Official State Website (NN ANA TEACHERS' RETIREMENT SYSTEM

TRS Test Applications Back
Applications
TEST YWages and Test the TRS wages and contributions program. The production program is
Contributions found under the Employer's page. Please contact Bill Hallinan for your

TEST Payroll Insurance  Test the TRS payroll insurance deduction program. The production program
Deductions is found under the Employer's page. Please contact Bill Hallinan for your

Bug Reporting

Bug Reporting and Bug reporting center for authorized testers, programmers, and TRS staff,
Tracking

TRS Staff TESTWages TRS Staff login for wages and contribution
and Contributions

TRS Staff TEST Payroll  TRS Staff login for payroll insurance deductions
Insurance Deductions

e F . L

Calendar

password as a tester,

password as a tester,

& Dans

& Internet




Login Page

Montana TRS Web Contribution Reporting

Employer
—

» Secure site (data on internet is encrypted).

« Call me if your ID does not work (Bill Hallinan, 444-3395).
* You can change your password once you are into system.

* Please change your passwords every 60 days

* Please protect your passwords.

Main Menu

Montana TRS Web Contribution Reporting

Employer 560021 BILLIMGS PUBLIC SCHOCLS

[ Upload Contribution File to TRS ]

[ Copy Forward to New Period ]

[ Enter or Change Confribution Peport ]

| Enter ar Change Adjustments |

[ Contribution Report Histary ]

[ Add or Change Member ]

[ Termination Pay Calculatar ]

Employer Contact Info

* First five entries are different options for entry
* Add or change members

* Calculate termination pay

» Change employer contact information.




Uploading Contributions

Uplead Contributien File

Agency 560021 BILLINGS PUBLIC SCHOCLS

Flease enter the report period you are uploading

Eeport Month (M)
Report Tear (YYTT)
Sequence Number l:l

Owerride

Type Conntunen

« Use file generated by your payroll system (180 character format)

 Enter month and year
Leave the Sequence Number,

Type, and Override

Uploading Contributions

Upload Contribution File

“Shrp Oner Upiloacd Fies

Agency 580021 BILLINGS PUBLIC SCHOOLS
Beport Month (MM) [B
Report Year (YYYY) [2004
Secquence Mumber [

Type [Cavwibation

[Frocoss ] [Concl]
N\

Three step process:
1) Select File using
browse button
2) Upload file
3) Process File

This is the only
popup box. To see it
you need to have
popups enabled on

—_—

Select afile to npload... [0:Wphsads5E0021-200509 txt

Step Ome: Upload File \

|[ Browse

(s o] @)

your web browser




Review Upload Messages

Contribution Edit Messages
Agency 560021 BILLINGS PUELIC SCHOOLS  Period 9 2004
Member | Name L1 Edit Message
Type
TUpload Ervor 33N is invalid (727013834)
Upload @ ontribution amount is mv
I Rey{” Edit Messages ] [ Contrh Summary ” Hume\l
\
Errors must be corrected The number in parenthesis is the
in the upload file before it SSN of the employee. In this
can pass the initial edit. case, check the upload file for an

invalid contribution amount. See
Wages and Contribution Program
Documentation for more
information.

Rolling Contributions Forward

Montana TRS Web Contribution Reporting

Employer 560021 BILLINGS PUBLIC SCHOOLS

| Upload Contribution File to TRS |

Can COpy [ Copry Forward to New Period ]
forward from [ Enter or Change Contribution Report ]
any of these [ Enter or Change Adjustments ]
menus [ Caontribution Report History ]

[ Add or Change bMember ]

| Terrmination Pay Calculatar |

[ Employver Contact Info ]




Contribution Report History

Period Year

1 2005

11 | 2004
2004
2004
2004
2004
2004
2004

(AR - YR V-

Type
Cont
Cont
Cont
Cont
Cont
Ady

Cont
Ady

Contribution Report History

560021 BILLINGS PUBLIC SCHOOLS

Posting Member Employer Copy
Status Contrib Contiith Over/Short Total Summary Forward
Submitted 00 00 00 00 Summary | Copy
Edit 398,326.68 37146422 -769,790.50 00 Summary | Copy
Errors 371,148.09 371,673.84 178.07 743,000.00 Summary | Copy
Posted 46,729.22 47,246.88 26.58 94,002.68) Summmary | Copy
Posted 36,834.72 37,218.50 -26.58 74,026.64 Summary | Copy
Posted 374.17 39091 00 765.08 Summary | Copy
Posted 1,567,821.97 1,764,022.69 00 3,331,944.66  Summary | Cop
Posted .00 a0 -104.53 00| Summers (Copy)
Next Page == /

« Look at past contributions.

/

Can copy forward to a new period from here.

Copy Forward to New Period

Copy Forward to New Period

Agency [560021 | [BILLINGS PUBLIC SCHOOLS

| 2ot e ] [

TR.S Employees

Earnings

Total Member Contribution
Total Employer Contribution
Total Due This Report
Eermitted This Report
Period End Date

Date Posted

Final Year-End Ept

Edit Status

Post Status

Copy to New Period

1.616

497555471

371.148.04

371.673.84

742.821.93

743.000.00

09/30/2004

10 Errars, B5 Warnings

Mot Ready

o e

Copry to New Period

[ Search ]@] [ Feset ] I Home ]

 Use to roll forward prior month contribution entries to use
in the current month




Contribution Summary
Required: Send check! In future we

will have ACH ability. Notice
Over/Short amount.

Contribution Summary

Can co
Agency 560021 | |BILLINGS PUBLIC SCHOOLS | Perod[0g |[z004 | [ | f (§)>t/
orward to
TR.3 Employees Add'l Emplr Contrib # of Report Periods
Total FTE Employer Term Pay Final Year-End Bpt l:l a n(f.'W
Total FTE Hours TLAA CREF Earnings i period

A A CEEF Contrib 0.00
! giet for

Earnings [ 497556471 TondFrgpsent from here.
Eegular Conmbunon’m Potal Due This Ept
Additional Contrib g
Member Contrib

Employer Contrib Post Status

Starting Entry No l:l Starting Wil _ Copy to New Perio -1-_.
Detail Sequence

[Search] Delete Reset [ Calculate Totals ][ Validate Contributions ][ View or Change Detail ]

[ View Messages ][ Edit Messages ][ Submitto TRS ][Hnme] Frint Report

Pay Period Date 09/30/2004
Date Edited
Vate Posted

Hdit Status

* Indicates required field

Typical work sequence: cl)VaIidate Contributions )
2) Edit Messages
3) Print Reports
4) Submit

Contribution Detail

Contribution Detail
Agency 560021 BILLINGS PUBLIC SCHOOLS  Penied 9 2004
Member Actual Current  Calculate  Service Monthly Additional Member Action Entry Deleie?
SSN Name Wages  Contrh  Contrh  (FTE) Hours  Comirdh Status Code  TermPay Opi Number
993-33-9393 | APERSON, ABE 289717 20714 1.00] Full Time b 1| O
999-93-9339  |BPERSOM, BETTY 1.506.40 107.70 o0 140,00 Hourly v v 2 O
993-33-9393 | CPERSON, CARL 3.781.33 27036 1.00] Full Time b 3 O
999-93-9333  |DPERSON,DON 1.292.76 9242 o0 126.00 Hourly v v 4 0O
993-33-9333  |EPERSON, ED 2.60350 18615 1.00] Full Time b 5 [
985-53-9339 | FPERSON, FRAN 3.197.00 22858 1.00] Full Time & ~ s O
999-93-9333  |GPERSON, GIGI 220.00 2002 o0 30,00 Hourly v v 710
993-33-9333 |HPERSOM, HERB 3,563 67 25523 1.00] Full Time b 8l [
999-93-9339 | IPERSON, ISABELL 4,571.08 326.82 1.00 Ful Time  » ~ 3] O
593-33-9339  |JPERSON, JAN 315.00; 2252 00| 3375 Hawrly v b 100 [
999-93-9333  |KPERSOM, KARI 2,955.75 211.32 21134 1.00 Ful Time  » » 1 O
993-93-9339 | LPERSOM, LIND& 253625 181.34 1.00] Full Time b 12| O
earch [ Name Lookup l [ Caontrb Summary l
Jump to name ‘ ‘ or S5 ‘ ‘ Mezt List ==

\
Remember to press the save button after making changes.

» Here’s where all the detail work gets done!
* Change detail so it is correct and matches your records




Contribution Edit Messages

« Select the “Validate Contributions” button detail from summary
screen.

Contribution Edit Messages

Agency 560021 BILLINGS PUBLIC SCHOOLS  Peried & 2004

Edit

Member Name Type Edit Message
99.90.0000  APERZON, ABE Warning | Wages were already posted for this member for this report period
999.99.9999  BPEREOMN, BOE Watnitg | Member type in the TRS database is Full Time

999.99.9999  CPERSOMN, CAROL Watnitg | Retired member reporting contributions (07/01/2004)
999.99.0000  DPERIONS, DAVE Warning |Reported member type is Full Time, it is Hourly in the TRS database
090.95.0000  EPERSCH, ED Memher not found for this employer

Cortrb Summary | Home

Reset ‘ Edit Messanes

Mezt Page ==

7

Errors must be corrected. In this case Ed Eperson has to be added or
removed from the Contribution Detail. See the Wages and Contribution
Program Documentation for all errors and their remedies.

Contribution Edit Messages

Edit Contribution Messages
Agency 560021 BILLINGS PUBLIC SCHOOLS Period % 2004

Member Actusl | Current | Caleulate | Service |Monthly | Addifonal | Memher | Action Entry 1 ooced
SSN Name Farnings | Comth | Conwh | (FIE) | Howrs | Comtrih Status Code  TermPay | Opt Numher
[393.93.9333 || APERSON, ABE || ssm|  a2s2] ||| sa |[Houty v [}
[333.93:9333 || BPERSON, BOB | msm|  ws|[ zma| o aras) |[Houty ] [}
|999.99.9099 |[CPERSON, CAROL || 156047 noes|[ Tioed | s || |[PanTime | [}
(999909999 ||DPERSON.DAVE | asemon|[  3zag| | [[FulTime ~] O
|999.99.9999 ||EPERSON, ED = Y = I [[FulTime 1~ O
[ Search | [ Mame Lookup | [ Contrb Summary
Tump to name | Jor 517 | [[Ge)  Drews List ==

Edit Type Name Edit Message

Warning | APERSON, AEE “Wages were already posted for this member for this report petiod

Warning | BPERSCON, BOB “Wages were already posted for this member for this repott period

Warning | CPERSON, CAROL IMember type in the TRS database 15 Full Time

Warning | DPERSOMN, DAVE Retired member reporting contributions (07/01/2004)

Warning | EPERSON, ED Reported member type is Full Time, it is Hourly in the TRS database

* Errors must be corrected in order to submit.
» Warnings should be reviewed to see if they can be fixed.
» The TRS urges you to review and correct what you can each time.




Contribution Reports

Print Contribution Report

Agency 550021 | [BILLINGS PUBLIC SCHOOLS | Period [ ]
TES Employees 1.616 Period End Date 09/30/2004
L]

Earnings 497655471 Date Posted

Total Member Contribition 371.148.08| Final Year-End Rpt :|

Total Employer Contribution 371.673.84) Edit Status 10 Errars, B5 Warnings
Total Due Thiz Report 742,821.93) Post Stams Mot Reachy

Remitted This Report 743,000.00

q Summary Contribution Report ]9 Detail Contribution Report ]
[ Feset ” Contrb Summany H Horme I

* Two reports
1) Summary Contribution Report for TRS.
2) Detail Contributon Report for your records.

Contribution Reports Examples

TEST — MT Teachers” Ret. Sys. — TEST

Cantribution Sunmary Report

* Print this report
* Sign and date
e ceneesss 9 » Send report w/check

red Septemiber 2004

Faal Year-End Bpt

Earas o0

TEST — MT Teachers” Roe Sye - TEST
Contiiburion [hetal Reper

Beporiag Agency 560021 BILLINGS PUBL Feport Praod September 2004
Actusl Curtent Service Monthly  Addl Mewh Ace Tenmpay
Mlrmber Name Wages Contiih  (FTE}  Hows Costiib Stat Cd Contrib Opt

95,0909 AFERSON, ABE T W 10
990005900 EPRRSON, BOR (EF I tom H
L CPRISON, CARCL AHID IeM 1




Add and Change Members

Add Memnber for ilis Employer . Add mem berS to
Member
e APERSON, ABE employers
Address 123 MAIN STREET
HELENA MT 58601
Effective Diate
Member Type -
Pay Period/Tear Change Member
Member 999-39-3999
(E @ @ Last Mame APERSON
Furst Mams ABE
Moddie Name A
» Change member - _
information Addeess T ST STREET
* Benefit recipient iSwze |BLNGE T o
information can not be e
Ch an ged Gender Male =
. . Drate Hired 10121993
* TRS will use this Mt S ‘
. . Darital Diate
information to contact a Eal Adiees
member directly. () i (55 T

Termination Pay Calculator

Member
Employer

Date of Birth
Member Age
Eetitement Date

Tears of Service

Termmnation Pay

Termination Pay Calculator

APERSON, ABE

560021 BILLINGS PUBLIC SCHOOLS
6111950

54

07/01/2008 First day of month after termination date
E.000.00

Contribution Employes Cost Emplover Cost
Opsion?
[ Search ] [ Clear ] [ Reset ] [ Calculate ] [ MName Lookup ] [ Home ]

* Use to calculate employee and employer cost of
termination pay.

11



Updating Employer Contact Information

Employer Contact Info

Employer BE0021

Hamz |BILLINGS PUBLIC SCHOOLS |
\ |
Address ‘ |
(415 N 30TH ST |
CityfStatelZip  |BILLINGS | 59101
Business Phone 406 | [999-9998 | Ewr | |
Fax

Contact Pagroll  [PAYROLL JUDY | Phone | | | | Ext: |
| |

Contact Personnel [PERSONNEL PAULA | Phone 405 | [999-9939 | Eat |

Email Address ‘pperaonne\@b\llings.kl2.mt.us |

Password q: | Confirm | E

/
7/

Change passwords here.

Demonstration

» Using Test Site
» Wages and Contributions
* Preview of Payroll Insurance Deductions

I

—

éﬁ
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Thank you!

» Please use all of TRS resources:

— Use TRS web site

— Use TRS Employers’ Manual

— Try out the test system this week
— Call TRS

13



